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**Return by COB 6 March 1986.
Develop a support- ethic, . Fhes Bob-
Be positive. ‘Don't make excuses or pass the buck. $

Stress "can do" instead of "can't do."
Treat people as if they're special -- and mean it.

.‘Develop a better understanding of your customer's needs.

Be sure you and the customer understand the facts.

- Avoid making commi tments w/no basis--or’promises that can't be kept,
Give logical, realistic, eredible, consistent reasons for actions,
Explain processes and variables that affect support timeframes.

Help your customer define exactly what's needed to start a project.
Help the customer develop requirements and plan steps in detail,
Avoid saying "send me a piece of paper'" until you know it's needed."

se visits or e]eghone calls instead of memos when you can.

Give voluntary feedback»on job status.
If ybu!den't hgve answers, find them and get back to the customer.
Learn the authority required -- and additional information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

Communicate to resoive problems; don't "sit and stew.on them."
Maintain friendly, informative contact.
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**Return by COB 6 March 1986.
Develop a support ethic. . Fhes Bob-

Be positive. Don't make excuses or pass the buck.
Stress '"can do" instead of "can't do."
Treat people asvif they're sgecial -- and mean it.
"Develop a better understanding of your customer s needs.
'Be sure you and ‘the cujtzzir understandythe factsy ﬁéf1*'CLAA“ €>~kaLLAL-
Avoid making commitments w/no-basis--or promises that can't be kept.
Give logical, realistic, eredible, consistent reasons for actions,
Explain processes and variables that affect support timeframes.
Help your customer define exactly what's needed to start a project.
Help the custo-er develop requirements and plan steps in detail.
Avoid saying "send me a piece of paper" until you know it's needed.
 :aUse visits or elephone calls instead of memos when you can.
t‘Give voluntary feedback on job status.

1f you don't heve answers, find them and get back to the customer.

7:< Learn the authority required -- and additional information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

Conmunicate to resolve-problems; don't "sit and stew on them."
Maintain friendly, informative contact.

Learn all you can to enable you to do your job better.
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Develop a support ethic. . The Sob-

Be positive. Don't make excuses or pass the buck.

Stress "can do" instead of "can't do "

l\Develop a better understanding of your customer's needs.

Be sure you and the customer understand the facts.

Avoid making commitments w/no basis--oripromises that can't be kept.
Give logical, realistic, credible, consistent reasons for actions,
Explain processes and variables that affect support timeframes.

Help your customer define exactly what's needed to start a project.

Help the customer deve]op requirements and plan steps in detail.

Avoid saying "send me a piece of paper™" until you know it's needed.

‘ste visits or eleghone calls instead of memos when you can.

?1Give voluntary Eeedback on job status.

you don't hsve answers, find them and get back to the customer.
Learn the authority required -- and additional information sources.

Tell the customer if unexpected comnlications arise -- and steps
you're taking to eliminate or minimize them.

Communicate to resolve problems; don't "sit and stew on them."
Maintain friendly, informative contact.

Learn all you can to enable you to do your job better.
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Develop a support: ethic. : Thax Bob-

Be positive. Don't make excuses or pass the buck.
Stress "can do" instﬁad of "can't do."
Treat people as if they're special -- and mean it.

. Develop a better understanding of your customer's needs.
Be sure you and the customer understand the facts.
Avoid making c@mmitments w/no basis--or‘promises that can't be kept.
Give logical, realistic, éredible, consistent reasons for actions,
Explain procesées and variables that affect support timeframes.
Help your customér Aefine exactly what's needed to start a project.
Help thé customer develop'requirements and plan steps in detail.
Avoid $afiﬁg "send me a pieée of paper" until you know it's needed.-
‘Use visit# d; teiééhone calls instead of memos when you can.
Giieivolﬁntafy feedback on job status.
If you‘don't have answers, find them and get back to the customer.

Learn the authority required -- and additional information sources.

P
<

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

.Communicate to resolve problems; don't "sit and stew on them."
Maintain friendly, lnformative contact.

Learn all you can to enable you to do your job better.
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**Return by COB 6 March 1986.
Develop a support- ethic. - Thasx Sob-

Be positive. Don't make excuses or pass the buck.
Stress "can do" instead of "can't do."

Treat people as if they're special -- and mean it.

. Develop a better understanding of your customer's needs.

Be sure you and the customer understand the facts.

Avoid making commitments w/no basis--orjpromises that can't be kept.
Give logical; realistic; credible, consistent reasons for actions,
Explain processes and‘variables,that affect support timeframes.

Help your customér Aefine exactly what's needed to start a project.
Help thekcustomer deve]op'requirements and plan steps in detail;
Avoid sayiﬁg "send me a pieée of paper™" until you know it's needed.
Use visits or te]éphone calls instead of memos when you can.

 ';*;Gi§e voluntary feedback on job status.
Z%i/you dogifihgve anfzf?s, find them and get back to the customer.»(QﬁP
.« Learn the authority required -- and additional information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

Communicate to resolve problems; don't "sit and stew on them.'"

Maintain friendly, informative contact.

Learn all you can to enable you to do your job better.
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Develop a support: ethic. - T Bob-

Be positive. Don't make excuses or pass the buck.
Stress "can do" instead of "can't do."
Treatvpeople as‘if they're special -- and mean it.
‘bDevelop a better understanding of your customer's needs.‘
Be sure you and:the customer understand the facts.
Avoid making commitments w/no basis--or/promises that can't be kept.
Give logical, realistic, credible, consistent reasons for actions,
Explain processes and'variables that affect support timeframes.
Help your customer define exactly what's neéded to start a project.
Help the oustomer develop requlrements and plan steps in deta11.
Avoid saying "send me a piece of paper'" until you know it's needed.
Use visits or telephone calls instead of memos when you can.
Give uoluntafy feédback on job status.
\ If yogﬁnon't hi;: answersI find them and get back to the customer.="XIw\
".< Learn the authority required -- and additional information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them. v

Communicate to resolve problems; don't "sit and stew on them."

Maintain friendlzt infosmatlve contact.(wwwm

off" Learn all you can to enable you to do your job better.
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. **Return by COB 6 March 1986.
Develop a support- ethic, - Thas Bob-

Be positive. Don't make excuses or pass the buck.
Stress "can do" instead of "can't do."

Treat people as if they're special -- and mean it.

Develop a better understanding of your customer's needs.

Be sure you and the customer understand the facts.

Avoid making commitments w/no basis--orapromises that can't be kept.
Give logical, reaiistic; Eredible, consistent reasons for actions,
Explain pfocesses and variables that affect support timeframes.

Help your customer‘define exactly what's needed to start a project.
Help the customer develop requirements and plan steps in detail.

Avoid saying "send me a piece of paper" until you know it's needed.

“Use visits or elephone calls instead of memc; when you can.

" Give voluntary feedback on job status.

If you ddn't hgve answers, find them and get back to the customer.
Learn the authority re:;uired -- and additional information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize thenm.

Communicate to resolve problems; don't "sit and stew on them."
Maintain friendly, informative contact.

Learn all you can:-to enable you to do your job better. . -
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Develop a support ethic. . Thes g&mé.

Be positive. Don't make excuses or pass the buck.
Stress '"can do" instead of "can't do."

Treat people as if they're special -- and mean it.

Develop a better understanding of your customer's needs.

Be sure you and ‘the customer understand the facts.

Avoid making commitments w/no basis--orlipromises that can't be kept.
Give logical, realistic, eredible, consistent reasons for actions,
Explain pi‘ocesses and variables that affect support timeframes.

Help your customer define exactly what's needed to start a project.
Help the customer deve]op requirements and plan steps in detail.

Avoid saying "send me a piece of paper" until you know it's needed.
Use visits} or e]ephone calls instead of memc: when you can.
- Give volimtai‘y feedback on job status.

I1f you don't have answers, find them and get back to the customer RO RSN
ob po5%ible . ,

Learh the authority rejuired -- and additional information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

Communicate to resolve problems; don't "sit and stew on them."

Maintain friendly, informative contactw’bk W cndtrmens ao N"Lt/
Learn '361 you can to enagle you to do your job betterw QMCL
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**Return by COB 6 March 1986.
Develop a support: ethic. . Fhon 2306-

Be positive. Doﬂ't-make excuses or pass the buck.
Stress "can do" instﬁad of "can't do."
Treat people as if they're special -- and mean it.

. Develop a better understanding of your customer's needs.
Be sure you and the customer understand the facts.
Avoid making commitments w/no basis--or/promises that can't be kept.
Give lbgical, realistic, éredib]e, consistent reasons for actions,
Explain processes and variables that affect support timeframes.
Help your customér define exactly what's needed to start a project.
Help the customer deve]op.requirements and 2135 steps in detail.
Avoid sayihg "send'ﬁe a pieée of paper" until you know it's needed.’
Qse visits or teiéghone calls instead of memos when you can.
Give vo]untafy feedback on job Status.
1f you don't have answers, find them and get back to the customer.
Learn the authority required -- and additional information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

Communicate to resolve problems; don't "sit and stew on them."

Maintain friendly, informative contact.

Learn all you can to enable you to do your job better.
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Develop a support ethic. : Thax Bob-

Be positive. Doi't~nake excuses or pass the buck.
Stress "can do" instead of "can't do."
Treat people as if they're special -- and mean it.
'_Develop a better understanding of your customer's needs.
Be sure you and:the customer understand the facts.
Avoid making commitments w/no basis--orjpromises that can't be kept.
_-Give logical, realistic, Credible. consistent reasons for actions,
Explain pfocesses and variables that affect support timeframes.
‘Help.you: custoﬁér define exactly what's needed to start a project.
Help the.customér deve]op'requirements'and plan steps in detail.
Avoid sayihg "Eend'me a pieée of paper" until you know it's needed.
‘Use visifs of teiéghone calls instead of memos when you can.
Give voluntary feedbackrbn job status.
If you_don't have answers, find them and get back to the customer.
< Learn the authority required -- and additional information sources.

" Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

Communicate to resolve problems; don't "sit and stew on them."
Maintain friendly, informative contact.

Learn all you can to enable you to do your job better.
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Develop a positive can do support ethic. Maintain a courteous,
professional attitude and treat each request as a special requirement.
Collect the facts, understand the requirements, and identify anyv
special concerns or potential problems. Fstablish open lines of
communications and keep bureaucra@x/fi a minimum. Assist the customer
in establishing a detailed plan of action. Give credible, consistent
reasons why plan will or will not work. Be positive and offer
alternatives where appropriate. Stay abreast of actions pertaining to
requirements and keep the customer informed.
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Develop a support: ethic. - T Boeb V

Be positive. Don't make excuses or pass the buck.
Stress "can do" instead of "can't do."

Treat people as if they're special -- and mean it.

Develop a better understanding of your customer's needs.

Be sure you and the customer understand the facts.

Avoid making commitments w/no basis--orypromises that can't be kept.
Give logical, realistic, credible, consistent reasons for actions,
Explain processes and variables that affect support timeframes.

Help your customer define exactly what's needed to start a project.

Help the customer develop requlrements and plan steps in deta11.

Avoid saying "send me a piece of paper" until you know it's needed.

iUse visits or telephone calls instead of memos when you can.
" Give voluntary feedback on job status. -

1f you don't have answers, find them and get back to the customer.

Learn the authority required -- and additional information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

Communicate to resolve problems; don't "sit and stew on them."
Maintain friendly, informative contact.

Learn all you can to enable you to do your job better.
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Develop a support- ethic. - Theas SBob—

Be positive. Don't make excuses or pass the buck.
Stress "can do" instead of "can't do."
Treat people as if they're sgecial -- and mean itv Le sincere
.ADevelop a better understanding of your customer's needéﬁ{gréﬁs #rA/n/A?J

. needed
Be sure you and the customer understand the facts.

Avoid making commitments w/no basis--oprromises that can't be kept.

Give logical, realistlc, eredible, consistent reasons for actions,

Explain processes and variables that affect support timeframes?b*

Help your customer define exactly what's needed to start a project,

Help the customer deve]op‘requirements and plan steps in detail.

Avoid saying "send me a piece of paper'" until you know it's needed.
or Nong messages - -

Use visits or teleghons’callaﬂlnstead of memos when you can,

Give foluntafy fredback on job status. -

1f you don't have answers, find them and get back to the customer.

Learn the authority required -- and additional information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

Communicate to resolve problems; don't "sit and stew on them."

Maintain friendly, 1nformat1ye contact.

E—
all you can to anfble you to do your job better.
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Develop a support- ethic. - T Bob-

Be positive. Don't make excuses or pass the buck.
Stress '"can do" instgad of "can't do.,"
Treat people as if they're special -- and mean it.
. n.ve+03345%e¥§3§fféh§£2§3544a37:3 youf customer's needs.
Be sure you and the customer understand the facts.
Avoid making commitments w/no basis--or promises that can't be kept.
Give logical, realistic, credible, consistent reasonms for actions;
Bxglaiﬁvg;gzﬁg§:§ and variables that affect support timeframes.
Help your custoﬁér define'exactly what's needed to start a project.
Hélp thﬁ customer develop”requirements and plan steps in detail.
" Avoid sayiﬁg "éeﬁd:me a pieée of paper' until you know it's needed.
' Usé'visit; df’teiéghone calls instead of memos when you can.
j":""_Givv'e voluntary feedhack on job status.
1f you dén‘t hgve answers, find them and get back to the customer,
" Learn the authority required -- and additionél information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

Communicate to resolve problems; don't "sit and stew on them."

Maintain friendly, informative contact.

Learn all you can to enable you to do your job better. -
cfed .
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Develop a support- ethic. . The Boeb-

-Be positive. Don't make excuses or pass the buck.

-Stress "can do" instead of -"'can't do."

. :;:j: g::ﬂ{f :: if A ey re sgeéial 239 mean it.
‘Develop a better understanding of your customer's needs.
Be sure you and:the customer understand the facts.
Avoid'making comni tments w/no basis--or,promises that can't be kept.
Give logical, realistic, éredible, consistent reasons for aétions.
Exélain'proces;es and variables that affect support timeframes.
Help your customér define exactly what's needed to start a project.
Help the.customer‘develop.requirements and plan steps in detail.
o‘;siiling "sendozi.:‘;gi:eoof aep:r"ng? e} you know it's needed.~
Use visits or elephone calls instead of memos when you can.
LvGive vo]untary feedback on job status.
I1f you don't hgve answers, find them and get back to the customer.
“.< Learn the authority required -- and additional information sources.

Tell the customer if unexpected complications arise -- and steps
you're taking to eliminate or minimize them.

_ Communicate to resolve problems; don't "sit and stew on them."
Maintain friendly,vinformative'contact.

Learn all you can to. enable you to d¢”your job better. -
. Learn a“ :_1o¢,~ Cam agin el S‘L"f,\ue_ — j?(r Co£73h

Declassified and Approved For Release 2012/08/27 : CIA-RDP90-00379R000100050005-5



